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1* Duties previously prescribed for the t* cretsry ami Us® Assistant 
Secretary are on file in the offic e of fee tawUw far Personnel snd Adsdn- 
istratlon* /. description of few functions assigned to the Secretariat is 
attached as Tab C. 

2. In addition, fee Secretariat la designed to provide I CAPS and the 
CIO operating offices with a channel through which policy and all other matter*, 
except personnel and adi&r&sfeatloia, originating in thus# offices mar brought 
to the attention of the Executive Director, Assistant Executive Director, or 
tiia Director of Central Intelligence for decision. All the document* prepared 
in CtQ (with exception of psreon&el and administrative matters) will be screened 
by the Secretariat si one time or another. The secretariat dll be required to 
studj the situation, review the proposed remedy, and report findings or reecn- 
.■nandatlons -to the Director, after coordinating with the Executive Director, 
for decision. 

3* Tbs volume of work, pressure and the sesplexity of problems at this 
level will foe so great that the following rdn l aere staff (6) i» retired t 


a. 1 Secretary, Col#, Capt., CAi'-lS 

b« 1 Assistant Secretary, Col., capt., CA*-Ut 

c# 1 Staff Assistant, Capt*, Lt* (*«£.), GAf~ll 

<T« 1 /dalnistratlye Assistant, CAi-9 

e. 1 Administrative Assistant, CAS--7 

?. 1 Clerk-Btmogr&pfcer, £M'*6 

k* t he Secretary (CAF-lS) (in addition to the duties described in 



insures t 


a. That problems of policy arising in I 'APS and the various 
of floes within GIG are brought to fee attention of the 
Director, the ’Executive Director, or- Assistant Executive 
Director for consideration and decision, insuring feat 
reeonnshdatieas are dear and concise, responsive to 
directives, consistent with existing policies and have 
been properly coordinated. 

b. Siat actions recowteoded and approve are folio wed up 
“* wife fee appropriate offices and officers, both within 

CIO and in other agencies of fee government. 

c. The proper clearance of policy document# emanating fro- 

”* fee various offices of the CIO 'before presentation to 

fee Director and after coordination with the Executive 
Director* la this connection he works wife policy 
officers, i.e», office Mads, in shaping doeuaents, 
taking fee initiative in bringing about revisions in 
policy operations, resolving controversial issues as 
between or among various offices, and generally 
bringing to bear his intimate knowledge of the atti- 
tudes, desires and methods of the NIA, I AH, and GIG 
officials as evidenced by their record of past de- 
cisions, deliberations in stall* meetings and personal 
discussions. The incumbent ie ferns placed in a rather 
unique position of coordinating and shaping preparation, 
presentation, documentation and iEpleaaentation of poll cy 
matters throughout feu* CIS which, must receive the atten- 
tion of the Director. 


Approved For Release 2001/08/09 


CIA-RDP85-OO804' 




25X1A 


Approved For Release 2001/08/09 : CIA-RDP85-OO869ROOO1OOO3O^0f[F|D£NTlAL 

5 . Ike Secretary prepare* agenda, attends and keeps derates of any 3IA, 

IAB or tsaeativ* Staff meeting# , initiate# the iapleaentetion of decisions 
aade therein, mid per fora# such othar duties at tee effective fuacUanin,.; of 
tee MIA, IAS and CX3 say require, and is resrpoasltele for eoordinatifit; tee 
work of all these comittee#. Incoebent speak* mid acts for the director and 
tei# Ixeeutive director and, where necessary, tee Aa«i slant Executive Director 
with regard to policy aatt era, particularly those ineelvins: top-level decision# 
by tee VIA* la tee performance of hi* work the Secretary is is almost constant 
oowBuni cation 'with tee top policy of fleers of the CIO and saay key official# in 
the Departttanta. Much of his ecark is accomplished throats tee madia of iafcnsal 
meting# and discussions. 


Assistant Secretary (CAF-li*) (is addition to duties described in 
mmm develops work methods for the division and as sums responsibility 
for keeping the Secretariat properly geared to best service tee need# of CIO. 
(This function has never been don# before tes tee field of foreign intalligenee, 
and the individual assisted to the task *111 have responsibility far the 
initial development of the shole scheme of machinery far the program working 
site a sdniauBi of direction end instruction* ) lie sill be required to study 
and appraise Mantes of KIA, IAS or the Director’s staff meetings, as veil as 
report®, doctassente, end based on such study and appraisal will formulate re- 
acmendaiians Involving the consideration of such problem as duplication and 
overlapping of policy decision#, and insufficient development and coverage of 
teetmieal problem# under consideration, lb* Secretary, MIA, ia absent from 
hi# office ever fifty per cent of tea tine, and the Assistant Secretary, 
therefor#, asst insure that immediate actios is taken on all paper® ash docu- 
aente submitted to the Sscreteri&t, The Assistant Secretary will have lull 
authority to act for and in tee nano of the Secretary. 

7. One Staff Assistant (CAF-11) or the military equivalent id 11 be re- 
quired. This individual will serve as liaison and general expediter between 
tee ^secretary and the various office#. In this connection he will be required 
to sake a comprehensive analysis of all CXG document* submitted to tee Secre- 
tariat shite will involve careful consideration as to the sufficiency and ade- 
quacy of tee material, adequate tern# of reference, duplication or overlapping 
of policy consideration#. He sill be required to perform extensive research, 
investigation m& verification, prepare such special report# a® requested, and 
must have an appreciation of tee relationship of tee subject to general foreign, 
intelligence policy as sell a# to specific intelligence problems. He must make 
re eossaeodati on# a# to how certain inadequacies and inconveniences magr be cor- 
rected, as to tee need for further subjeot dmlopswmt on the part of' tee oper- 
ating official, and for additional coordination, 8# should have a Iraeidedge 
Hid background of the policies and procedure# of lar. Air, Bayy and/or State 
organisations. he austt 

a. Detect inconel eteneie# as they develop. 
j»* ltd.se questions* 

a* feint out tee gap# shore it is believed teat tee policy 
~ determinations have not bean clearly worked out, and 
if certain policy astera&nationa are Indicative of a 
tread sfcieh sees# to warrant tee .asking of a aotqsrehonsi m 
study of report, he either t 

(1) Initiates te® study, or 

(2) Mas it conducted by the proper office. 

d* «©rk an tee devslepaent of criteria by teich policy setters 
“ may be evaluated and a determination. made a# to tee adequacy 
of documentation, involving constant discussions with top- 
level policy officers. 
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Serve a# liaison to the Offices, Branches , Si visions. 

Keep the Offices, Branches sad Mvlsieas advised by 
assisting the* la obtaining for their guidance a 
definitive statement of CIS policy where none baa been 
previously expressed. 

Advise the Offices, Branches and L-l vision* of existing 

policy* , , 

ana l y se policy recosxeBdatien# foroulated in order to 
ob tain an understating of existing policy m& policy 
£oT 1 X^XM ^¥0& m 

Assist tfos offices in preparing documents for submission 
to tee ftwewttve Staff, Smecutive Director, or the Direc- 
tor of Central Intelligence. 


8, One Ad a lnl s trati ye assistant, CAi-9» will be required* 5M* individual 
vd.ll perform responsitls work teich requires a comprehensive knowledge of the 
work of tee CIO, its organisational structure, the personnel of tee offices, 
branches and divisions. In tela connection the incumbent *4.11 review policy 
documents to determine i 


sihether any comittee or office is 
subject. 


working on the earae 


b* Has completed a similar study* 

#, $t»thar tee recommendations are supported by adequate 
*"*' dftli4|r» 

d. ehsthsr all concerned site the sublet matter have »mn and 
~ approved the document* 

in eaaribaat prepare any necessary documentation and. forward documents for 
approval and transmission to tee Director for final approval. She mill asla* 
tala an office of record lor filA documents, IIS documents. She will be re- 
Qttir *d to perform extensive rssearch for tea- Secretary md Assistant Secretary 
on Ulk and IAB directives, papers, and decisions. 9ha will pm vice a research 
service to I CAPS and tee CIS office# m all SIA and IAS eat tare* 

9. One Administrative Assistant, CAP-7, "121 be required. Ibis Individual 
will work closely with the Administrative Assistant, CAT-9# wad *122 «c* father 
in bar sheens®. In addition tee will perform necessary clerical sad stenographic 
work for the Secretary * 

Ip. yba clerk -St«K>grapli«r (CM — 55 wiH art *s secretary far the Assistant 
Secretary and will* 

a. Take dictation* 

$u Transcribe die tatlcn 
o* Seep necessary records 
<jf. f ollo w up os deadline papers 
«, Perform cteer duties as required. 
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